GSA Learning Academy User Registration

Customers who want to use the GSA Learning Academy, a learning management system which houses customized,
online training content, must first register via theGSA Learning Academyser Registration site.

The following instructions detail how to complete the registration procesto begin usingthe GSA Learning
Academy.
Register your email address

1. Go tothe GSA Learning Academy User Registration site
2. From the home pag, click on theRegister button at the top of the screen

M0 Learning Academy User Registration Home About Contact Register Login

Log-in |or|Register
GSA Learning Academy User Registration

Welcome to the GSA Learning Academy User Registration Site! This site is a GSA owned solution to allow for the registration of GSA customers to use the GSA Learning
Academy. Once a GSA customer has registered through this site and the submission is approved by the assigned GSA Program Manager, access will be provisioned to the

requested GSA Learning Academy Program.

If you have already enrolled in a training program and need to log in to the GSA Learning Academy to complete training you can do that here.

GSA Learning Academy

The GSA Learning Academy (LA) is a learning management system for GSA customers. The GSA LA offers Programs tailored to specific leaming audiences as prescribed by
and customized for GSA customers. Each Program offers eLearning modules, with required courses that may be eligible for continuous learning points (CLPs) and elective
courses.

Available Programs

G SA U.S. General Services Administration B Official website of the U.S. Government
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3. The user registration page will appear. Fill in the required fields (marked with a red asterisk to create a

new account.

a. Required fields include email address, password, confirm password, $irname, last name, job title,

agency and sukbagency.

4. Review theRules of Behavior T | OEA Ah

" AEAGET 085

5. SelecttheO) 6 i

Learning Academy User Registration Home About Contact

User Registration

Create a new account

Required field &

Email address

Password Strength:

.

Password must be at least 12 characters
long

Password must have at least one non-
alphanumeric character

Passwords must have at least one digit (0 -
9)

Passwords must have at least one
uppercase character (A-Z)

Passwords must have at least one
lowercase character (a-z)

Passwords must use at least 6 different

.

characters.

Password

Confirm password

First Name

I Ochdckbéxi AT O 6

AT A OAIlI AAO

OEA AEAAEAT @ A

6. Once you have filled in all the required fields and checked both boxes, select Reygister button.

GENERAL SERVICES ADMINISTRATION % v

OFFICE OF GSAIT v

Rules of Behavior

This is a U.S. General Services Administration
Federal Government computer system that is FOR
OFFICIAL USE ONLY. This system is subject to
monitoring. Therefore, no expectation of privacy
is to be assumed. Individuals found performing
unauthorized activities are subject to disciplinary
action including criminal prosecution.

¥ | agree to these Rules of Behavior

\/ I'm not a robot

B4
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7. A new screen will appear, prompting you to complete your registration by checking your email and clicking
on the link provided.

[SM7 Learning Academy User Registration Home About Contact

Complete your user registration

Please check your email and click on the link provided to complete your user registration.

8. Check your inbox, and opn the email you receive fromthe GSA Learning Academy User Registration
system.

= M Gmail Q_ Search mail -
F DisgEey : L]
~ Unread Lot
% [J ¢ GSA Learning Academy Confirm your email add (GSA L ing Academy) - Please confirm your account by clicking here. Once 8B 8§ =2 0
elhm Iy

9. Click the link provided in the email to confirm your email address.

Confirm your email address (GSA Learning Academy) inbox x

GSA Learning Academy <gsalearningacademy+noreply@gsa.gov>

tome ~
Please confirm your account b)lcﬁcking here. bnce you have confirmed your email address. please login and request to enroll in a program
& Reply ®» Forward

10. A new screen will appear, confirming your email address. Click the link to log into the ussmgistration
system.

Learning Academy User Registration Home About Contact

Email Confirmed

Thank you for confirming your email address. You are now registered. Pleasejclick here to log in.
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checkboxes. Clickog in.

Ml Learning Academy User Registration Home About Contact

Login

Use your email address and password.

Email:

lacey.scully@gsa.gov

Password:

Rules of Behavior

Users are accessing a U.S. Government
information system; Information system usage
may be monitored, recorded, and subject to
audit; Unauthorized use of the information
system is prohibited and subject to criminal and
civil penalties; and Use of the information system
indicates consent to monitoring and recording;

¢! | agree to these Rules of Behavior

\/ I'm not a robot
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2-Factor Authentication

Once you have confirmed your email address, you will need to complete tfadlowing steps tocomplete the two -
factor authentication process

In order to register for a program in the GSA Learning Academy User Registration system, you will need to use an
authenticator app on a smartphone to scan the QR Code provided. Once yowcaunt is established, you will
need to open the authenticator app on your phone and input a soigit code to complete the login process.

1. To set up twofactor authentication, gotoUT OO 1 T AE1 Astofei® FGhdyle Play MpmpStore).

Calculator Calendar

® o

Contacts Fullscreen

c s

Messages Phone Play Music Play Store

Remote

2. Inthe searchfield, type inauthenticat or or authenticate . Install and openyour app of choice Examplesof
authentication appsinclude Google Authenticator , SecureAuth Authenticate and Microsoft
Authenticator . You only need one of these apps installed to coméethe authentication process.

RIN =0 96% W 2:08 PM

3

& authenticate

SecureAuth Authenticate
l SecureAuth
p ® Everyone
3.1% (242 &) * 100 thousand *

RSA SecurlD Authenticate
RSA
[ ]

RSA Security

-/

Authenticate
Ubiqu
5.0%

Google Authenticator
Google LLC

42% B INSTALLED
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3. With your authenticator app openedscan the QR Code or enter the key provided (vib5 nejj vgcp 7fu6
7azy m240 wv6y tuse). Spaces and casing do not matieyou enter the key provided

<  Connect with QR Code

Scan QR Code

Scan the QR code in your
mobile enroliment portal.

0 (R matter

vnmwOﬂmmmumum

4. Once you scan the QR code or inputg key, your authenticator app will provide you with alemporary

passcode (normally 6 digits).

Connect with QR Code

Please Confirm Connection

Enter the following passcode in your
enroliment portal.

Timed Passcode for:

B2

Imsextreg |

lacey.scully@gsa.gov

/53 683

When you have confirmed the connection, tab on
Home in the top right to return to the accounts list
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5. Enter the code in theVerification Code field (spacing does not matter when entering the code)and select
the Complete Login button.

the UR'Tode below. Unce your accountis established, you willneed to open the authentucator app on your phone and |npuE a

Two-factor authentication six-digit code to complete the login process.
Follow these instructions to set up two-factor authentication:

1. Go to your device’s mobile application store and search for 'authenticator' or "authenticate' and download the app of
your choice.

Examples of these apps are:

o Google Authenticator for Android and iOS
o SecureAuth Authenticate for Android and i0S
o Microsoft Authenticator for Android and iOS

2. Scan the QR Code or enter this key into your authenticator app. Spaces

and casing do not matter.

To enable QR code generation please read our documentation.

3. Once you have scanned the QR code or input the key above, your authenticator app will provide you with a unique
code. Enter the code in the confirmation box below.

Verification Code
753683

Complete Login

N

6. You have successfully logged in and can now request to enroll in a GSA Learning Academy program.
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Request Enroliment
Once you have completed the twdactor authentication process, you can request to enroll in a GSA Learning
Academy program.

1. Once you have logged in using twéactor authentication, select theClick Her e button at the top of the page
to request to enroll in a program.

Learning Academy User Registration Home My Programs About Contact lacey.scully@gsa.gov My Profile Log out

Students and future students: | click Here!

GSA Learning Academy User Registration
Welcome to the GSA Learning Academy User Registration Site! This site is a GSA owned solution to allow for the registration of GSA customers to use the GSA Learning
Academy. Once a GSA customer has registered through this site and the submission is approved by the assigned GSA Program Manager, access will be provisioned to the

requested GSA Learning Academy Program.

If you have already enrolled in a training program and need to log in to the GSA Learning Academy to complete training you can do that here.

GSA Learning Academy

The GSA Learning Academy (LA) is a learning management system for GSA customers. The GSA LA offers Programs tailored to specific learning audiences as prescribed by
and customized for GSA customers. Each Program offers eLearning modules, with required courses that may be eligible for continuous learning points (CLPs) and elective
courses.

Available Programs

G SA U.S. General Services Administration B Official website of the U.S, Government

2. On the Programs Enrollments page, select theequest Enroliment button.

Learning Academy User Registration Home My Programs About Contact lacey.scully@gsa.gov My Profile Log out

Lacey Scully
Programs Enrollments

You may now request enrollment into a program, view any current enrollments, or make edits to your enrollments.

Request Enrollment

You may view or edhstevious enrollments by clicking on the appropriate link below.

Program Student Agency Status Date Requested Available Actions
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3. From the Program drop-down menu, select the program in which you wouldike to enroll.

Program Enrollment

Select the program that you would like to enrollin.

Program:

-- Select Program -- v

l' - Select Program -- ‘

Fleet Manager Certification Program k

Request to Enroll

Back to List

4. Enter remarks if necessary, and select thRequest to Enroll button.

Program Enrollment

Select the program that you would like to enrollin.

Program:

Fleet Manager Certification Program v

Remarks:

Request to Enroll |
\

Back to List q

5. You will return to the Programs Enrollment page, where your request to register will appear d@ending.
Your request has been sent to the program manager for review.

Lacey Scully
Programs Enrollments

You may view your current enrollments or make edits to your enrollments.
You may view or edit previous enrollments by clicking on the appropriate link below.

Program Student Agency Status Date Requested Available Actions

Fleet Manager Certification Program Lacey Scully GENERAL SERVICES ADMINISTRATION Pending 3/19/19 2:12:52 PM View Details | Withdraw
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6. Use theView Details hyperlink to review the details of your request.

Learning Academy User Registration Home My Programs About Contact lacey.scully@gsa.gov My Profile Log out

Lacey Scully
Programs Enrollments

You may view your current enrollments or make edits to your enroliments.
You may view or edit previous enrollments by clicking on the appropriate link below.

Status Date Req d Available Actions

Program Student Agency

Fleet Manager Certification Program Lacey Scully GENERAL SERVICES ADMINISTRATION Pending 3/19/19 2:12:52 PM Withdraw
0

7. Use theWithdraw button to cancel your request to participate in the programif you withdraw from the

program, you do have the option to resnroll.

Learning Academy User Registration Home My Programs About Contact lacey.scully@gsa.gov My Profile Log out

Lacey Scully

Programs Enrollments

You may view your current enrollments or make edits to your enrollments.

You may view or edit previous enrollments by clicking on the appropriate link below.

Program Student Agency Status Date Requested Available Actions
Fleet Manager Certification Program Lacey Scully GENERAL SERVICES ADMINISTRATION Pending 3/19/19 2:12:52 PM View Details§| Withdr. w

8. Once your request has been submitted, a program manager will review and either approve or deny

your request.

9. You will receive a message from the GSA Learning Academy User Registration email address once the

program manager approves your request.

Fleet Manager Certification Program Enrollment Status noox x &

GSA Learning Academy <gsalearingacademy+noreply@gsa.gov> 3:12 PM (16 minutes ago) Yy -~

tome «

Your request to enroll in the Fleet Manager Certification Program has been Approved.You will receive an additional email from the GSA Learning Academy to finish setting up your

s

account in the GSA Learning Academy and begin the training program

4 Reply ®» Forward

[t

10. Once you receive confirmation that yar request to enroll in the program has been approved, you will
receive a welcome email from the GSA Learning Academy (learning management system) in approximately
three business days with instructions on how to log into the learning management system (this different

than logging into the user registration system).
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GSA Learning Academy Login

After your request to register for a GSA Learning Academy program has been approwaal) will receive an
additional email from the GSA Learning Academy in approxima tely three business days . This email will
contain a link you will use to create a password, log into the GSA Learning Academy and begin the training

program.

The GSA Learning Academy (where you will complete the training program) is separate from the User Registration
system. Therefore, you willhneedto create a new passwordo log into the GSA Learning Academtp begin the

program.

1. Inthe welcome message fronGSA Learning Academylick on the URL to set up a new password for the
learning management system. Your usernam@vhich is your email address)will also beincluded in the

welcome email.

Welcome to the GSA Learning Academy! inbox x

tome ~

Welcome to the GSA Learning Academy!
Your UAT Login Information follows:

Please use the following URL to set your password:

PerformanceManager
Copyright 2016 SuccessFactors, Inc. All rights reserved.

This message was sent by the PerformanceManager application.
For questions about this application, please contact the technical support personnel.

4 Reply ® Forward

NOREPLY-STAGING-ELMS <NOREPLY-STAGING-ELMS@gsaelms.ns2cloud.com> Wed, Mar 20, 11:44 AM (1 day ago)

https://hem03s.ns2cloud.com/kba?token=V2-aWCZq053Zhz70%2BRxj1DiTarG3zfsvNCephx0eMjfK ToHX1Y1%2FnsOABDNtOfQITEYY/i3SkUzjbktZ70s91Y g%2Bcd5nosLI%2FzR%2F eh

LACNFWA4R2WUKQ3kLsbZyRIdvvPfkVUIwWKI%2B1 Q3SJnHGjMic5h7ca4D%2anZ\'ﬁBLoszanbe3hnFy%ZBh\erﬂVmecAGiuﬂ ugSSY4AUt'VMEmIdZnM8TK|Sx6iDQOTZhuh%2B3fQ%3D

2. Once you click on the link, a page will appear, prompting you tweate a new password . Use the

requirements listed to create a password to log into the GSA Learning Academy.

Reset Your
Passwo rd Type your new password

- Passwords must be from 12 to 25
characters Iong. Type your new password again
Passwords are case sensitive.They
are required to be mixed case.
Passwords must contain at least one
of each of the following character
types: alpha, numeric, and symbol.
Password cannot be changed before
1 day(s) when password change has
elapsed.
Password cannot be same as any of
the previous 10 passwords.
Password cannot contain user's
username, first name or last name
Passwords may contain any
combination of letters and digits.
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3. Once youwcreate your password, select theBack to Log in button to log into the GSA Learning Academy.

Reset Successful!

Your password has been successfully
reset. Click the button below to return

to the login page.

Back to Login -

4. On the login screen, |ter your username (email address) and newly created passworgand select thel.og

in button.

Please log in to begin using SuccessFactors for
FLEETHCMO3S, or you can enter a different company ID.
Both your usemame and password are case-sensitive.

8 lacey scully@gsa.gov ®

©)

D Activate Mobile App Using QR Code

5. You have successfully logged into the GSA Learning Academy and can begin your training program.
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